Briggs Corporation 


Job Description

Job Title: 
Systems Administrator

Job Code: 
SYSADMIN
Division: 
Information Technology

Department: 
Technical Infrastructure
Location: 
Des Moines

Reports To: 
Director of Technical Infrastructure 

FLSA Status: 
Exempt
Prepared By: 
John Calabrese
Prepared Date: 
11/17/2008
Salary Level: 
EXH
SUMMARY 

Administers, implements and maintains critical core systems vital to the mission of the organization. Responsible for the configuration, implementation, and maintenance of various technologies managed by the Information Technology department with a focus on the administration of the infrastructure to include servers, and software applications. Assesses and identifies appropriate solutions to be integrated into the corporation’s operation and makes recommendations for implementation.

ESSENTIAL DUTIES AND RESPONSIBILITIES include the following. Other duties may be assigned.

Oversees the functionality of Windows-based client server systems.  

Assists in the design and implementation of client server architectures to economically support current and future business needs.

Manages client server computer performance to ensure adequate levels of machine availability for all user departments.

Manages client server computer usage to ensure the availability of adequate storage space for normal processing as well as month-end and other special needs.

Tunes specific system features to satisfy end user needs.  Responsibilities may involve making adaptations to supported applications and/or participating in the planning for (and the acquisition of) a specific system
Works with systems support and computer hardware and software vendors to maintain proper version revision modification levels on all applicable machines.

Works with systems support and network management/user support to supply proper functionality to specific user departments.

Provides escalated support by investigating and resolving complicated business application issues and related system problems and includes post resolution reporting for high severity incidents including root cause analysis

Installs new and rebuilds existing servers and configures hardware, peripherals, services, settings, directories, storage, etc. in accordance with standards and project/operational requirements.
Works with developers and system administrators to evolve, debug, tune, and monitor production application environments

Develops and maintains installation and configuration procedures.
Performs system startup and shutdown procedures and maintains control records

Contributes to and maintains system standards.

Researches and recommends innovative, and where possible, automated approaches for system administration tasks.  Identifies approaches that leverage resources and provides economies of scale.

Performs daily system monitoring, verifying the integrity and availability of all hardware, server resources, systems and key processes, reviewing system and application logs, and verifying completion of scheduled jobs such as backups.

Performs regular security monitoring to identify any possible intrusions.

Performs daily backup operations, ensuring all required file systems and system data are successfully backed up to the appropriate media; recovery tapes or disks are created, and media is recycled and sent off site as necessary.

Performs regular file archival and purges as necessary.

Creates, changes, and deletes user accounts per request.

Provides Tier III/other support per request from various constituencies.  Investigates and troubleshoots issues.

Repairs and recovers from hardware or software failures.  Coordinates and communicates with impacted departments and users.

Applies OS patches and upgrades on a regular basis, and upgrades administrative tools and utilities. Configures/adds new services as necessary.

Upgrades and configures system software that supports Brigg’s infrastructure applications per project or operational needs.

Maintains operational, configuration, or other procedures.

Performs periodic performance reporting to support capacity planning.

Performs ongoing performance tuning, hardware upgrades, and resource optimization as required.  Configures CPU, memory, and disk partitions as required.

Maintains data center environmental and monitoring equipment.
SUPERVISORY RESPONSIBILITIES 

None.

QUALIFICATIONS:  To perform this job successfully, an individual must be able to perform each essential duty satisfactorily. The requirements listed below are representative of the knowledge, skill, and/or ability required. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

EDUCATION and/or EXPERIENCE 

Bachelors degree from an accredited college or university in MIS, computer science, business, or a related field; and at least four years' experience (or equivalent combinations of education and experience) utilizing Microsoft Windows Server 2000/2003 with an emphasis on Active Directory. Strong background in Exchange 2003/2007 and messaging systems, Storage Area Networks, and Backup /Antivirus utilities. Advanced hardware & software troubleshooting skills. Microsoft MCSE highly desirable.
LANGUAGE SKILLS 

Must be able to read, analyze, and interpret common scientific and technical journals, financial reports, and legal documents. Must be able to respond to common inquiries or complaints from internal and external customers, management, and vendors of software packages in English. Ability to write clear and concise reports to internal customers, upper management and others in English.  Able to effectively present information to top management, team members and internal colleagues.

MATHEMATICAL SKILLS 

Must be able to calculate figures and amounts such as discounts, interest, commissions, proportions, and percentages.  Must be able to apply concepts of basic algebra.

REASONING ABILITY 

Must be able to define problems, collect data, establish facts, and draw valid conclusions. Must be able to interpret an extensive variety of technical instructions in mathematical or diagram form and deal with several abstract and concrete variables.

KEY DIMENSIONS (These are skills and abilities considered essential or very important to successful performance.) Technical/professional knowledge and skills, decision making, work standards, managing work, communication, initiating action, adaptability, building trust, building strategic working relationships, and innovation.

PHYSICAL DEMANDS: The physical demands described here are representative of those that must be met by an employee to successfully perform the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

While performing the duties of this job, the employee is regularly required to sit; use hands to finger, handle, or feel objects, tools, or controls; and reach with hands and arms. The employee frequently is required to talk or hear. The employee is occasionally required to stand and walk. The employee must occasionally lift and/or move up to 75 pounds.

WORK ENVIRONMET:  The work environment characteristics described here are representative of those an employee encounters while performing the essential functions of this job. Reasonable accommodations may be made to enable individuals with disabilities to perform the essential functions.

The noise level in the work environment is usually quiet.

